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Binners use different methods to bin the material 
received in a warehouse. These methods are ABC 
method, Two Bin methods, Three Bin methods, etc. 

Warehouses are becoming increasingly complex. 
They need to be agile and efficient as they handle more 
orders with greater speed and increased accuracy. The 
number of successful transactions, e.g., picks, put 
away, transactions in process, and transactions in error 
can be monitored online and in real time. 

Storage is an essential activity for many businesses 
Goods are stored to avoid sudden shortage. In order to 
avoid the situation, such as, price rise or sudden surge 
in demand, warehousing of goods is a good option. Raw 
material needs supplies during a production cycle. 

Goods received in a warehouse are recorded in the 
form of documents. Documentation practice is a very 
important part of the warehouse. The systematic record 
of documents makes it very easy to identify, authenticate 
and also prove the accuracy. When the documentation 
process is in place then the 
automatically becomes better. 

Risk is an integral part of warehousing. A first step 
in risk management is to determine what risks we face 
in a global economy. 
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Risk handling is also one of the important parts of 
binning activities. Binner should be very careful at the 
time of various operational activities. 

To provide knowledge and skills on these aspects 
this unit is divided in to four sessions. The first 
session explains binning method, second session deals 
with procedure of binning, the third session provides 
knowledge on storage of goods and documentation and 
the fourth session elaborates on risks in binning. 


Session 1: Brnninc METHODS 


There are different methods of binning for storage goods. 
Some of the methods with their descriptions are given 
in the following table — 


1 ABC This is the most common method 
in Indian industry for better control 
on inventory. This depends more on 
inventory classification technique. 


3 Three Bin This is a common method followed 
in manufacturing where Kanban 
system (providing a signal for 
reordering or replenishing stock) is 
used. 





5 Fixed Period In this system, there is fixed time 
Ordering interval between every order placed 
for the item. 
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Two bin method 


Figure 4.1 explain the two bin method. 


RESERVE 
BIN (BIN-B) 


MAIN BIN 
(BIN-A) 


Fig. 4.1: Two Bin Method 





Three bin method 


Figure 4.2 will explain the above process (with respect 
to a retail scenario). 


SUPPLIER 
BIN (BIN-C) 





Fig. 4.2: Three Bin Method 
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Fixed order quantity 


The following explains the scenario of a fixed 
order quantity. 





Product Code Product Stock on Recommended 
En ez Hand Order Qty 


3391891961066 
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Ice Cube 20 
Tray Pink 
Practical Exercise 
Activity 1 


Demonstrate the binning methods in a given situation. 
Material Required 

Check-list to visit notes, notebook and pen/pencils. 
Procedure 


1. Visit a warehouse to demonstrate the different binning 
methods. 


2. Prepare a small chart on binning methods. 
3. Submit it to your teacher. 


Check Your Progress 


A. Fill in the Blanks 


il. method in Indian industry is applicable 
for better control on inventory. 








2. method is to increase the inventory 
turnover and at the same time reduce the inventory 
holding cost. 





Se method is used to avoid ordering 
mistakes and ensure regular replenishment of existing 
products. 

4. method is used usually in 





warehousing wherein an item is stored in two locations. 


S method is followed in manufacturing 
where Kanban system is used. 





B. State whether True or False 


1. Two bin method is usually used in storage at two 
locations. 


2. Three Bin method is a complex method to store the 
goods. 
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3. Justin time means doing the work in seconds. NoTEs 


4. There are various methods to arrange the inventory. 
5. Fixed order quantity is to avoid ordering mistakes. 


C. Match the Columns 


a S couma 


Fixed Order (a) Fixed time interval between 
Quantity every order 





Ensure regular replenishment 


oo e (c) of existing products 





5. Reorder level policy (e) Economic order quantity 


D. Short Answer Questions 


1. Explain the different types of binning methods. 
2. Examine the application of different binning methods. 


E. Check your Performance 


1. Demonstrate the methods of binning as per the nature 
of storage goods. 

2. Draw diagrams of Two Bin and Three Bin methods. 

3. Demonstrate the benefits of using warehouse labels at 
facility. 

4. List out the benefits of using warehouse codes. 


5. Draw a figure explaining process of warehouse 
management system. 


6. Demonstrate the operational functions of warehouse. 


SESSION 2: PROCEDURE OF BINNING 


Binning process 


Warehouses are becoming increasingly complex. They 
need to be agile and efficient as they handle more orders 
with greater speed and increased accuracy. The binner 
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NOTES monitors every transaction through its various stages, 
which could be from receiving, to when the goods are 
ready to leave the warehouse. Several steps are followed 
by the binner between receiving of goods and making it 
outbound (figure 4.3). 


Receipt of goods 


Sorting and checking 


Storing the goods at appropriate place 


Recording the goods as per detail at its proper location 


Recieving outbound requirements 


Sorting and packaging 


Space Reporting 


Recording again and altering the documents 





Fig. 4.3: Binning Process 
The following is a step-by-step description of the 
binning process. 


Step 1: Receipt of goods 


The binner will get the receipt of the goods and check 
the items as per the list mentioned in the receipt. At the 
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time of receiving the goods the following things should 
be checked: 
e Right product 
e Right quality 
e Right quantity 
e Right weight 
e Right condition 
e Right standard 
e Right time 
e Right place and 
e Right person 


Step 2: Sorting and checking 


This is the next step after receiving the goods. The binner 
will then sort the goods. It is also mandatory for him 
to check whether the mentioned goods in the list are 
correct or not. Along with this he will also crosscheck 
availability of the space for the items or listed goods. 


Step 3: Storing the goods at appropriate place 


After checking the goods inside, one of the important 
responsibilities of the binner is to allocate the goods at 
right place. Now, the binner will arrange the goods based 
on popularity (Figure 4.4). The arranged goods will be 
placed as mentioned in the place of each item. The 
binner will follow the two methods mentioned below: 

FIFO (first in first out): This is used to arrange 
the goods on the basis of regular requirement. 

For example, the consumable items (e.g. packed 
foods, ready to eat, fruits and vegetables, etc.), 
which have less expiry period, so they are moved 
out immediately after manufacturing and those 
products should be sold within a short period 
of time. 

FILO (first in last out): This method is used to 
arrange the goods as per their nature and their 
requirements. It is also based on assumptions that 
goods are sold. 

For example, the items which have a longer 
expiry date and can wait for a year or more in the 
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inventory, as in the case of woollen items, can be stored 
in a warehouse and be moved out next year. 


Step 4: Recording the goods as per the details at 
its proper location 


After the goods are stored at the right place, the 
recording process starts in which, the description of 
the goods is given. The description list will have a 
number of columns in which material code, location 
code, etc., are mentioned. This is also known as bin 
card (Fig. 4.5). The bin card contains description, 
material code, location code, bin number, ordering 
level, ordering quantity, etc. 


Description 
Material Code 


Location Code 


Sols dale E ee oan ena TEE R EEES M brautontran ILENE snoonosnccosodosasosasoascoaosu0n 
E sista setae eetisae cecuiee steers Maximum leve scesacnasocescssadndsanocosnonoan 
E E a a T Ordering Leye or T r A 
A E scicte acceded oudcsetacsdes OrdernmelOuantity a a 


= E= n 


Date 


Date Pi Qty Date Initials 





Fig. 4.5: Sample Format of a Bin Card 


Step 5: Receiving outbound requirements 


Once the recording process is over, the binner will start, 
receiving outbound requirements. When the binner 
receives the requirement lists from the supervisor 
he checks the stock availability as per the 
requirement mentioned in the lists. If the goods 
%@ are available, then the binner will take out the 
© goods from the specific place and cross check it 
~ again. After cross checking the lists, the binner 
will inform the reporting person about it. The 
binner will also give the checklist (the items 

which are moved out from the area) and the 
- received list to the reporting manager. Figure 4.6 


Pig, eee Pa GOGA In COMANETS explains how goods are loaded in the containers. 
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Step 6: Sorting and packaging 


Sorting is the differentiating of items which have been 
received or moved out from the bay area. Sometimes 
the binner has to do packaging work, when the received 
goods are loose (e.g. wheat, rice, pulses, etc.). This can 
be an additional work for the binner. After completion 
of this work, the binner will be responsible in arranging 
the packed goods in their proper places. 


Other activities 


The binner should be a multilevel performer in the 
warehouse. He should not only engage himself in the 
binning process but also take care of other activities 
as well. He has to perform the following roles when 
required in the warehouse — 

e Preparing and performing binning, post-binning 
and housekeeping and _post-housekeeping 
activities. 

e Receiving all packages and checking them for 
errors. 

e Pre-packing goods before storing, locating bay 
area, binning products from the pick list, and 
storing them on shelves. 

e Checking binned items for errors and reporting 
the status of binned inventory to the supervisor. 

e Complying with the safety, security and 
maintenance regulations. 


The key competencies of a binner include — 


e Knowledge of the types of products and goods 
being handled, binning and stock recording 
methods. 

e Working knowledge of technology and equipment 
used for scanning products and binning goods. 

e Understanding the methods, sequence and 
material for cleaning variety of surfaces, 
equipment and machinery. 

e In-depth knowledge of the process for disposing 
waste, disposing or storing equipment, reporting 
unidentified soiling, etc. 
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NoTEs Practical Exercise 


Activity 1 


Visit a warehouse in your area and interact with the owner 
regarding binning, and prepare a report in not more than 50 
words. 


Material Required 
Check-list to visit notes, notebook and pen and pencils. 


Procedure 


= 


Arrange a visit to a warehouse nearby. 

Greet the people you meet at the warehouse. 

Meet a warehouse binner if available. 

Ask them to explain the basics of the binning process. 
Write the process of binning in your copy. 

Draw a step chart of binning activity. 

Ensure about your work completion. 

Discuss with your classmates in front of the teacher. 


O o l o ied 


Write the conclusion. 
Activity 2 


Role Play 


Note: Divide the class into groups, four students in each group 
and ask them to perform the following binning activities stepwise 
in the warehouse. 

e Ist student: Receipt of goods 

e 2nd student: Sorting and checking 

e 3rd student: Storing the goods at appropriate place 

e 4th student: Recording the goods 

e Sth student: Receiving outbound requirements 

e 6th student: Other additional activity 

e Finally ask the fourth student to share their views before 

and after the activity. 


Check Your Progress 
A. Fill in the Blanks 


1. The will receive the receipt of the goods and 
check the items as per the list mentioned in the receipt. 
2. Binner is sorts the goods and checks it through 


3. ‘ and are the three methods 
used for arrangement of the goods. 





4. The contains description, material code, 
location code, bin number ordering level, ordering 
quantity. 
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5. The binner will report to the after completion 
of the binning process. 


6. Sorting means differentiating the items which has been 
received or moved out from the 


B. State whether True or False 


1. Binner sorts the inbound goods in a warehouse. 


Binner receives the outbound goods directly from the 
transporter. 


3. Binner is not very important person in a warehouse. 


4. The binner should be a multilevel performer in the 
warehouse. 


5. Bin card is used for checking the receivables to 
crosscheck the goods. 


C. Word Puzzle - Rearrange the words and make the correct 
among them 


Hato} a 
RSTO facasananaaicimmne IEAn 
tongs: = scdeatewesess se scsnecesenesaeoseanssece 
eatmialsrn |) sasosnaneencnes aspacererenenuncn S 


Eug Go en 


useareonNWw a E R 


D. Answer in Brief 


Describe FIFO method. 
Describe FILO method. 
Explain the binning methods. 


D pE 


State the steps in warehouse binning process. 


E. Check your Progress 


Draw a diagram on chart containing binning process. 
Demonstrate the steps of warehouse binning process. 
Carefully read the bin card and fill it correctly. 


a p D e 


Demonstrate how to perform binning activities. 


SESSION 3: STORAGE OF GOODS AND 
DOCUMENTATION 


Storage is an essential activity for many businesses. 
Goods are stored to avoid sudden shortage. In order to 
avoid the situation, such as, price rise or sudden surge 
in demand, warehousing of goods is a good option. 
Raw material is also stored to ensure supplies during 
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a production cycle. During the storage process, it is 
the binner who facilitates the storage activity in the 
following ways — 

(a) Sticker the product with information: It ensures 
that when you are going through the records, one 
can easily track and store it. 

(b) Put similar products in the same place: When you 
have an abundance of inventory, it helps to keep 
the same types of products in the same place, 
one can easily find an item. For example, if you 
are wandering around the warehouse looking for 
microwaves, you will know that once you have 
found one, you've discovered them all. 

(c) Keep the walkway clear: The more cluttered your 
warehouse walkways are, the harder it will be to 
find what you need. 

(d) Placing digital figures on boxes: The digital 
appearance on the outside of each boxes is 
essential to create a systematic warehouse space. 


Meaning of documentation 


Documentation means organising various papers in a 
particular format and filing the papers to understand 
and find them easily. 


What is documentation in binning? 


Recording of goods manually or with the help of a 
computer operationally is known as documentation. 

It is a process which comprises of the following— 

e Recording data 

e Support of documents 

e Retrieval of documents 

e Issuing and disposing 

e Presentation of documents 

e Reviewing the documents 

Good documentation practice plays an important role 
in our lives, not only in binning, but it also helps us to 
smoothly manage our personal, as well as, professional 
life. The systematic records of documents make it easy 
to identify, authenticate and prove accuracy. When 
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the documentation process is good then the record 
maintenance automatically becomes better. 


Purpose of documentation 


The purpose of documentation in binning is— 
e Proof of fact 
e Record 
e Quality maintenance 
e Regulatory requirements 
e End user requirement 
e Improve performance 
Documents and their descriptions are listed below: 


Documents Description 


required at the 
time of binning 





ID Code An identification code. 


On order How many items have been already 
ordered from the suppliers and when are 
they due to arrive? 








Planning data 


List of finished products. 

List of Material. 

List of Suppliers. 

Material Quantities per house. 
List of materials per supplier. 


Types of documentation 


The following are the types of documentation followed 
during the binning process. 


Manual 


In this process information about the items received 
or moved out from the bay area are entered manually. 
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Material receipt, labelling, and acceptance, etc., are 
examples of manual documentation. 


Automatic using worksheet 


In this process, the binner uses a computer in which he 
captures, identifies, stores, and disposes the business 
records according to policies. It helps to improve auditing 
with activity logging and speedy process verification. 


Both manual and automatic 


Sometimes the binner performs both the activities. After 
handling the goods manually, he enters the description 
of items or goods in the operating system. 


Practical Exercise 


Activity 1 
Prepare a list of various documents used at the time of binning. 
Material Required 
Checklist to visit notes, notebook and pen/pencils. 
Procedure 
1. Make a list of various documents used at the warehouse. 


2. Find out all the binning documents used. 

3. Discuss about those documents in the class. 

4. Teacher will conclude the session. 

5. Note down the conclusion given by the teacher. 

6. Make a new list of documents and submit it to your 

teacher. 
Check Your Progress 
A. Fill in the Blanks 

Goods are stored to avoid for supply. 
To easily track and store the product is used. 


Recording of the goods is called as 


a OS e 


The documentation done for the products aed or 
moved out from the bay area is known as 
documentation. 

5. Time that taken between the order and delivery is called 
as 
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B. Write the correct description of each document 


On hand 


Lead time 


D. Rearrange the following words and form a correct word 


ocudmenonritar r 


Ua ge E T E creer ncrcecn 


ratoeeuly T a a a A E 
ctadoumentiom a A eect erences 


lllingsabe o a a AE E 


O Gl gS co Ra ee 


mpeoroter TT a ceses eneraeteiaeiterenanenes 


E. Answer in Brief 


Demonstrate the storage process. 
List out the purpose of documentation in binning. 
Demonstrate types of documentation in binning process. 


bitin 


Draw a diagram on the storage process. 


SESSION 4: Risks INVOLVED IN 


BINNING 


; ; Operational 
The first step in risk management Risk 


is to determine what risks we face 
in a global economy. Risk handling 
is also one of the important parts of Physical Personai 
binning activities. The binner should Risk Risk 
be very careful at the time of various 
operational activities. 


Types of risks in binning 
process Risk in 
The risks at the time of binning can be Binning 
divided into three parts. (Fig. 4.7) 


1. Physical risk: The physical 
risk of the binner includes an 





Fig. 4.7: Risks in Binning 
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occupational risk that involves hazards and 
dangers that can cause harm with or without 
contact. Suppose, if the goods or items are not 
kept properly and it falls on somebody, it might 
cause an injury or any other physical harm. 


Who is at risk Control measures Further actions 


and how? 





Slips and trips 


Staff or customers The floor should be Extra bin should 


may suffer kept dry, all staff be provided for 
sprains, factures, must be trained to waste material, 
etc., if they trip maintain proper staff should be 
over objects or housekeeping, trained to clean 
slip on spillages. the empty bins the dirty area 
should be cleaned immediately to 
and kept away till avoid any risk. 


use, wear non- 
slip footwear, 
pallets should be 
stored safely in a 
designated area. 





4. 


Falling objects 


Injuries can Goods should be Areas should be 
occur at the time properly handled specific. 
of managing and kept at their 
the goods in the own place. 
racks. 
2. Operational risk: It is a harm resulting from 


insufficient or unsuccessful procedures, systems 
or rules, worker blunders, system failures, 
fraud or other illegal activity. Any event that 
disrupts business processes can be termed as an 
operational risk. 
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Machinery 


Traffic 
movement 


Temperature 
of the working 
place 


Product damage 


Inventory 
discrepancies 


Wrong shipments 


Who is at risk 


and how? 


The one who 
operates the 
machine. 


Binner or goods 
at the time of 
moving the 
machines from 
one place to 
another place. 


Goods can be 
damaged and 
sometimes the 
workers also face 
problems. 


The binner, 
as well as, the 
warehouse owner. 


Due to damage or 
loss of inventories 
shortages can 
occur. 


The goods can be 
misplaced at the 
time of storing. 


Control measures 


One should be an 
expert at handling 
the machineries. 


Traffic should not 
be more than the 
allowed level. 


The temperature 
should be managed 
as per requirement. 


Handling the goods 
and equipment in a 
proper manner. 


Try to avoid such 
occurences. 


Recording should 
be as per goods 
received. 


3. Personal risk: Occupational hazards, injury while 
handling sharp and heavy objects, pallet trolleys, 
etc., may occur while working in a warehouse. 


4. Health risks: 


Exposure to harmful material, 


chemicals, gases, etc., may cause respiratory and 
other disorders leading to health risks. 


Who is at risk and 


how? 


Control measures 


Further actions 





The machines 
should be in good 
condition. 


Timely 
management and 
keeping of goods 
at the appropriate 
place for ease of 
traffic movement. 


A policy on 
temperature 
regulation should 
be implemented for 
the whole year. 


Spread awareness 
among workers. 


Stock should be 
maintained. 


Cameras should be 
installed. 


Further actions 





Fall from 
height 


If the goods are not 
kept at right place, it 
can fall from height and 


harm the workers 
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Should handle the 
machines and goods 
appropriately 


Should be 
aware for future 
operations 
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Manual 
handling 


Handling the goods The instruction Proper handling 
in a proper manner should be followed at procedure should 
at the time of manual the time of handling be notified. 
handling. the goods manually. 


Various hazards can Should work safely All employeer 


Death risk 


cause death. 


should be 
insured for life. 


Remedial steps — first hand methods 


A few remedial steps which can be followed to avoid 
immediate risks are listed below— 


T, 
2. 


3. 


4. 


First aid kit should be maintained 

A doctors phone number should be available in 
case of emergency 

Primary health centers should be notified 
immediately. 

Do’s and Don’ts should be mentioned at 
the appropriate places for everybody to see 
and remember. 


Practical Exercise 


Activity 1 


Visit a warehouse and handle risks in a given situation. 


Material Required 
Check-list to visit notes, notebook and pen/pencils. 


Procedure 


i. 


Be 
Se 
4 


en on 


Arrange a visit to a warehouse nearby. 
Greet the people you meet at the warehouse. 
Meet a warehouse binner if available. 


Ask them to explain the various risks involved in binning 
methods. 


Write down the process of handling and the risks of binning. 
Discuss with your classmates in front of your teacher. 
The teacher will conclude the session with findings. 
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Check Your Progress Notes 


A. Situation Analysis: Suppose there is a multispecialty 
warehouse performing several activities at one time and the 
warehouse manager is asked to switch the staff from their 
associated duties. The risks may also differ as per different 
activities. Draw a chart on a board to differentiate those 
risks and also explain different control measures. 


B. Fill in the Blanks 


1. The risk is of the binner includes the risk which is 
a type of occupational risk that involves hazards that can 
cause harm with or without contact. (physical/operational) 

27 risk is defined as harm resulting from 
insufficient or unsuccessful procedures, systems or 
rules. (operational/physical) 

3: risk occurs while working in a warehouse 
with exposure to harmful material, chemicals, gases, 
etc. (personal/physical) 


4. To lift or handle the heavy goods, the binner should be 
properly. (trained/maintained) 


C. State whether True or False 


1. The binner operates the machines. 
The binner is treated as delivery boy. 


3. The binner must be aware of handling various risks in 
binning process. 


4. The binneris responsible for any damage to the machinery. 


5. The binner is the only responsible person in handling 
warehouse management. 


D. Match the Columns 


1. Fall from height (a) Proper handling procedure 
should be notified 











Manual handling (c) Should be aware 
Death risk (e) Cautions should be 
displayed 
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NoTEs E. Answer in Brief 
1. Explain the types of risks in the binning process. 


2. What are the different types of risks involved during 
binning process? 


F. Assessing Risk 


A few warehousing hazards are illustrated in the figure 
below. In the following table, identify the hazards and place 
them in a Risk Assessment Zone. 


Warehouse hazards 








Can you find all the hazards? 























G. Check your Performance 


Demonstrate the types of risks in the binning process. 
List out the physical risks in the binning process. 
Demonstrate personal risks in the binning process. 


Spell out the operational risks in the binning process. 


Ae OS e 


Demonstrate the remedial steps. 
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